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Verification Objectives

By the end of this chapter, you will be

Query ableto:

Verification Reports are designed to help *
determine whether owners and agents

are using the approved passbook rates, *
income limits, contracts rents, utility °

allowances, gross rents, and 236/BMIR

View HUD-50059s to determine
exceptions or inconsistencies
View query datafrom browser
Download and print a Verification
Report

market rents. Verification reports allow
you to quickly scan data submitted on
the HUD-50059' s and eliminate the need
to access each individual certification to
check for correct values. Once correct
and current information is gathered, the
reports help usersto quickly review the
lists of values and effectively determine
exceptions or inconsistencies.

The Verification Query option can be
selected from the TRACS Main Menu.

From the TRACS Verification Query
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

From the TRACS Verification Query

screen, the ’6 displays directly above
the User Guide link as avisual to direct
usersto the user guide for assistancein
using this application.
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16.1 To generate a Verification Report (sorted by
Household Head):

1. Fromthe TRACS Main Menu, click on the Verification Query link, and the
TRACS Verification Query screen (Figure 1) displays.

TRACS

Verification Query

Enter the Project Mumber if it exists; otherwise enter a Contract Mumber:
Contract Number: T| or Project Number: g
SortBY:  Household Head © Unit € Bedroom Count

ReportBy: & Browser ¢ Download

Submit | Reset

A ey
o - 1
ack to Top)
Home

Figure 1. TRACS Verification Query Screen
Select Contract Number or Project Number.
Select Household Head sort by radio button.
Select Report By: Browser radio button.

o o 0D

Click on MI and the TRACS Verification Report screen (Figure 2)
displays.

Please dlick here to view repart to

= Note: A screen displays allowing you to click on

view the report, or - B9 BAEK 10 return to query screen and view or edit
previously entered search criteria.

U.S. Department Of Housing and Urban Develfopment
TRACS Verification Report
Contract Number: AZ1ERO00001 Sorted By: Head Tenant Mame
Each row is the most up-to-date certification for an active househald.
Project |Bedroom Household Unit Head Head Very | Low ‘Cuntran'm-@-l‘ﬂarket
Humber | Count | Member Tenant Tenant Low (Income Rent [Allow Rent | Rent
Count Name SSH  (Income | Limit (1) ® | ® 4]

Limit | (%)

(1]
[z4EEC7[ 3 | 2  |pI4BUILDZG[BAXTER,R.  |57933a3a3| 53 | 1234 | G677 | &6 733 | 12
[ [3 [ 2 [ 490 |[DECEMBER, K |[7744336| 55 || 1234 | 677 | 56 | 733 | 12
[ [3 [ 2 [ 4090 [JANUARY,P. [577992424( 56 | 1234 | &77 | 5B | 733 | 12
p4EE0T7[ 3 [ 2 [GOMBUILDZS[JOHNSON, R, [579222202| &3 | 1234 | G77 | 56 | 733 | 12
[ [3 [ 2 [ aon  |wav.c [77sceses| 56 | 1234 | B77 | %6 | 733 | 12
jzaEE07[ 3 [ 2 B14BUILD25 [PATTERSON, D 570000000 53 | 1234 | 677 | 5B | 733 [ 12
[ [3 [ 2 [ s44n [SHAlamAR V. [r7tant| o [ 10 [ 677 [ B8 (733 12
Interpreting and Printing this page

Return o Gueny
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Figure 2. TRACS Verification Report Screen

The report displays the Contract Number or Project Number, depending on which
number was specified during the query, and the Sorted By: field across the top of the

report. The screen advises users that each row contain the most up to date information

available for each active household. Columns display information for the Project

Number (or Contract Number), Bedroom Count, Household Member Count, Unit, Head

Tenant Name, Head Tenant SSN, Very Low Income Limit ($), Low Income Limit ($),

Contract Rent ($), Utility Allow ($), Gross Rent ($), and Market Rent ($).

The following screens (Figure 3 and Figure 4) show views from the Unit and Bedroom

Count Sort by: field, which is selected from the Verification Query screen.

Contract Number: AZ16RO00001

TRACS Verification Report

Each row is the most up-to-date cerification for an active househald.

U.S. Department Of Housing and Urban Development

Sorted By: Unit

Project |Bedroom [Household Unit Head Head Very | Low |Contrammm Market
Number | Count Member Tenant Tenant Low |Income| Rent Allow|Rent | Rent
Count Name SSN  |Income | Limit % ® | ® [£3]

Limit | (%

L]
[ [ 3 | 2 | 4mD |[DECEMBER K 577443535 56 | 1234 | B77 | &6 | 733 | 12
[ [3 [ 2 [ 0 |mar.c ls7reseees| &6 | 1234 | 677 | 86 | 733 | 12
[ [ [ 2 [ 4080 [ANUARY,P. [5r7op2azs| B | 1234 | Bi7 | GB | 733 | 12
[magemz[ 3 [ 2 [EO4BUILD2S[JOHNSON R [F79222022[ 53 [ 1234 | G77 | &8 | 733 | 12
[pagEniz[ 3 [ 2 [F14BUILD25[PATTERSON, D. [57o0oooon| 53 [ 1234 | B77 | S8 |73 [ 12
[ppagEniz| 3 | 2 [pl4BULD25[BAXTER, R, |57o33Is| 53 (1234 | 77 [ s |7 [ 12
[ [ 3 [ 2 | B4dA [sHALAMAR V. FErrzatani| 10 [ 1o [ 677 [ |73 [ 12
Interpreting and Printing this page

Return to Guery

Figure 3. Verification Report showing sort by Unit

Contract Number: AZ1ERO00001

TRACS Verification Report

Each row is the most up-to-date certification for an active household

U.S. Department Of Housing and Urban Development

Sorted By: Bedroom Count

——

I

Project Bedroom |Household Unit Head Head Very Low CnntramlﬁtilTy Gross Market
Humber | Count Member Tenant Tenant Low |Income| Rent [Allow | Rent | Rent
Count Name SSN  (Income | Limit # ® | ® ®
Limit | (%)
#) — [
[ 3 | 2 [Ea4s  [SHALaMAR, Y. B7rzaiaii| 0 | 1o | e77 [ &6 733 | 12
[ - [ 409D |[DECEMBER, K. [77443535] 56 [ 1234 [ 877 [ 56 [733 [ 12
[ 3 [ =z [ 209D [mav.c lr7eeesEs | 56 | 1234 | 677 | 56 | 733 [ 12
[ a3 | =z | 4090 LANUARY, P [prraopaza| 55 [ 1234 | B77 | 5B [ 733 [ 12
|p24EE017| 3 | 2 [f14BUILD2S [PATTERSON, D [s7oo0000n | &3 | 1234 | 677 [ 86 [733 [ 12
eI [604BUILD2E JOHNSON, R, 579222222 63 [ 1234 [ &77 [ &6 [733 [ 12
lpzaeEDI?[ 3 [ 2 [F14BUILD25 [BAXTER, R. 579933333 53 | 1234 | 677 | &6 | 733 | 12

Interpreting and Printing this page

Return to Queny

Figure 4. Verification Report showing sort by Bedroom Count
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The Interpreting and Printing this page link provides additional information for the

Verification Report. Clicking on thislink displays the following screen (Figure 5).

1
2

3

@

@

-

TRACS

Verification Report

Prnting the Report

Click the File menu option atthe tap ofyour screen

Click Page Setup from the drap-down menu and a dialog baxis displaved. Set all four
marging 1o 0 inches if needed, If Dacument Titke and Docurment Lacation are displayed
inthe Header box, click them both off if reguired.

‘fou may need to decrease the font size to print all the records in the repart on one
page. fusing Netscape Communicatar, select Edit from the main menu, click an
Preferences. Under Appearance, click on Fonts and decrease the font size for the
variable width fant by one (e.g. from 12 o 11).

Click Print from the drop-down menu and the Print dialog hoxis displayed

Choose Properties and set the orientation to Landscape. You may also setthe Paper
Size to Legal (8.9 by 14 inches) if required,

Click OK on the Print dialog box to prirt the report

Interpreting the TRACS Verification Report

The TRACS Verification Report is generated based on the contractproject number and report
type provided by the User. Each displayed row in the repartis the most up-to-date centification
for active households only. All the data listed under each report column has been
electronically submitted by the O/& or CA and stared in TRACS as a certification. The data
displayed in the repart may need to be verified by you, hecause it cannot be verified by TRACS
The cerification listin the report is sorted at your request by household head's last and first
name, or the unit number, or the hedroom count.

If queried by Cantract and a project number exists for the certification, the project number is
displayed in the Project or Contract Number column. If queried by Project and a contract
number exists, the contract number is displayed in the calumn.

e e E RS R EEEEEERERD

Figure 5. Interpreting and Printing Page Screen

5. Click on the browser’s Back button to return to the Verification Report

screen.

6. Click on __Retmtoduen |t return to the Verification Query screen.

If no Verification information was found for the project/contract number submitted, or
the project/contract number does not exist in TRACS, or no active households exist for
the contract/project number submitted, the following Error screen (Figure 6) displays.

Click on __Retumto duer |t return to the Verification Query screen.

TRACS Verification Query

Mo Verification information was found for the projecticontract number submitted.

Either the project/contract number does not exist in TRACS, ar
Mo active households exist for the contract/project number submitted.

Click the RETURN TO QUERY button to try another gquery

(Operation Status = 0, Appiication Status: household not found)

RETURNTO QUERY |

Figure 6. Error Screen
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TRACS provides the capability for users to download Verification Report information.

16.2 To download a Verification Report:
1. Fromthe TRACS Verification Query screen, select either Contract Number or
Project Number.

2. Select Report By: Download option.

3. Click on M and the TRACS Verification Report download screen
(Figure 7) displays.

U.S. Department of Housing and Urban Development
TRACS Verification Query

Please click here to download report.

=-G0 BACK |

Figure 7. TRACS Verification Report Download Screen

4. Click on the Please click here to download report link, and a security warning
screen (Figure 8) displays.

OR

Click on B9 BACK " {0 return to query screen and view or edit previously
entered search criteria.

Warning: There is a pozsible zecurity hazard here.

Opening:
CO5509530200054 26659, rtf uzing 'wiNwWORD EXE.

'hen pou download a file from the network, you should be
aware of security considerations.

A file that contains malicious programming instructions
could-damage or othenwize compromize the contents of
Wour cornpltber.

“ou zhould only uze files obtained from gites that pou trust,

'hat do pou want to do with thig file?

¥ Always ask before opening this type of file
™| Wpen [LE semernitplace

ak. I Cancel |

Figure 8. Security Warning
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5. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If aquery is submitted using the Report By: Download function on the query screen, the
dataisreported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII fileis comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Namesis the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI| fileis displayed as Figure 9.

Froject Number; Tnit Humber, Bedroom Count, Household Member Count; Head Tenant
La=t Hame, Head Tenant Fir=t Init, Head Tenant Middle Init, Head Hou=ehold ID
Code, Wery Lowm Income Limit, Lom Inceme Limit, Contract Pant, Teility Allom,
Gro== Pant, Market Pant

E44A 202 BHALAMAR WINCE, 577221411, 10,10, 677 56,722, 12

30390 ,2,2 DECEMEEE. EEWVIN, 577442525, 56, 1224, 677, 86,722, 12

20390, 2, 2 MAY  CHARLES, (577556565, 56, 1222, 677, 86,722,128

3090, 2 2, JANIARY PAUL , S7799E2423, 56, 1222677, 56,722, 12

0Z4EEQ0L1T 6 14BTILDE S, 2, 2, PATTERSON , DONALD , . 572000000, 52,1224, 677, 56,722, 12
0Z4EEQ0L1T ,604BTILDES 2, 2, JOHNSON, RONALD , , SRFEEEZEE 523, 1233, 677 . 56,722, 12
0Z4EEQ0L1T, 6 14BTILDZS, 2, 2, BANTER, RONALD , 579222222, 52,1224, 677, 56,722, 12

Figure 9. ASCII File

& Note: When importing a downloaded file into database applications such as
Microsoft Access, the file may first need to be loaded and re-saved in a word
processing programasa“ Text Only” ASCII file. Thisisnecessary dueto carriage
return characters being lost during the download process. Te use of a word
processor to re-save thefile as“ Text Only” replaces the missing carriage returns so
that external applications can determine the start of each new record in thefile.
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